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INTRODUCTION

This position is located in the Research and Engineering
Management Directorate and serves as an assistant to the
Director, Research and Engineering Management Directorate,
Simulation, Training and Instrumentation Command (STRICOM),
which is a Major Subordinate Command (MSC) of the U.S. Army
Materiel Command (AMC). The mission of STRICOM is to
provide centralized management and direction for all
research, development, acquisition and fielding of Army
training devices, simulations, simulators and Advanced
Distributed Simulation (ADS). The mission includes cradle
to grave life cycle acquisition beginning with tech base
programs and following through with each phase of the
acquisition process. The Commander centrally directs,
coordinates and supports the materiel development,
acquisitions and sustainment activities through the
functional matrix organizations and four project managers.
The primary purpose of the position is to plan, coordinate
and/or accomplish a variety of office support functions and
to perform a myriad of administrative duties involving
coordination and liaison within STRICOM and across various
other organizational elements concerning organizational
improvement and technical information.

MAJOR DUTIES

1. Establishes and manages the Directorate’s information
repositories. In this capacity, incumbent traces required
information, coordinates with those responsible for
providing required information, inputs information into the
repositories, maintains quality assurance and configuration
management of the repositories, and provides status to the
Director. Information in the Data Repositories relates to
organization improvement efforts and is critical to the
Directorate’s assessment of progress.

50%

2. Incumbent leads the administrative improvement
activities within the Directorate. 1In this capacity,
interfaces with the Directorate Administrative Staff and
other STRICOM administrative personnel in establishing and
implementing consistent administrative policies, processes,
and procedures. Ensures that the Directorate Administrative
Staff continually looks for improvement opportunities. Once
improvement opportunities are identified, ensures that
policies, processes, and procedures are modified, archives
in the information repository, and made available to the
Administrative Staff. Provides status to the Directorate
Leadership Team on administrative improvement activities.

40%
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3. Maintains the Directorate’s Technical Information
Center. 1In this capacity, orders required technical
information, maintains a catalog of available technical
information and monitors information which is removed from
the Center by Directorate personnel.

0%

Performs other duties as assigned.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION
FL 1-4 ~ 550 POINTS

- Knowledge of and skill in applying Configuration
Management and Quality Assurance processes to complex
relational data bases.

~ Knowledge and skill in establishing and managing a
Technical Information Center.

- Knowledge of and skill in applying Collaborative
Organization Design processes.

- Knowledge of and skill in using relational data bases to
generate organizational improvement documents such as
Strategic Plans, President’s Quality Award Applications, and
Organizational Design documents.

- Knowledge of and ability to apply the Directorate’s
organizational improvement processes.

- Knowledge of the STRICOM and Directorate Administrative
policies, processes, and procedures.

- Skill in using a personal computer to prepare
correspondence, reports, presentations, memoranda, and
briefings into final format utilizing various types of word
processing, spreadsheet, database management and graphics
software packages.

- Skill in using other types of office equipment such as
typewriters, telephones (including voice mail systems),
copiers, scanners, overhead projectors, video and
teleconferencing equipment, etc., to assist with meetings,
conferences and briefings.

- Ability to set priorities and organize the work flow to
maximize efficiency and productivity.

- Ability to communicate articulately both orally and in
writing to respond to written and oral requests and
inquiries.




- Ability to maintain confidentiality regarding work issues.

- Ability toc deal tactfully with people at all levels
throughout DoD, other Federal agencies, and private
industry.

- Knowledge of the capabilities, operating characteristics,
and advanced functions of a variety of types of office
automation software, database, spreadsheet, and word
processing; and knowledge of the similarities, differences,
and integration of the different software types, such as MS
Access, MS Excel, MS Powerpoint, and MS Word.

- Ability to select the most appropriate software type for a
specific office need, to integrate different software types
into a single document, e.g., to retrieve data, convert it
into graphic form and incorporate into the text of a report;
to devise new methods of automated office support, to
resolve problems with current automated office support
methods; or to complete other nonstandard assignments using
varied office automation techniques.

FACTOR 2. SUPERVISORY CONTROLS - FL 2-3 - 275 POINTS

Incumbent of position reports to the Director, Research and
Engineering Management Directorate. The supervisor sets
deadlines for particular projects to be completed as well as
the priorities within the office. Incumbent works primarily
independently consulting with the Director when an unusual
or complex situation arises. Employee must handle and
respond to various situations on personal initiative and
accomplishes most of the work without direction from the
supervisor. Completed work is reviewed only with respect to
accomplishment of objectives and overall operation of the
clerical and administrative processes within the
Directorate.

FACTOR 3. GUIDELINES -~ FL 3-3 - 275 POINTS

Guidelines include DoD, DA, AMC, STRICOM administrative and
correspondence directives and standard operating procedures
and policies regarding filing and correspondence, and/or
leave/time and attendance. Guidelines also include
reference manuals, handbooks, dictionaries and thesaurus.
The incumbent must frequently interpret and adapt these
guidelines to the specific work situations. In addition,
uses procedural guidelines in the form of manufacturer’s
manuals and tutorials for users, agency correspondence
procedures, style manuals, technical dictionaries, sample
work products, etc. Judgment is required to search manuals
for methods that may be applied and to adapt those methods
for special requirements. Employee uses initiative and




judgment in deviating from existing instructions or
practices to resolve operating problems or to develop more
efficient processing procedures. Frequently, the methods
developed become guidelines for other employees in the
Directorate.

FACTOR 4. COMPLEXITY - FL 4-3 - 150 POINTS

Work includes various types of administrative and support ‘
functions to the Director, Research and Engineering |
Management Directorate. Such duties are completely varied
in nature, require coordination and frequently are without
precedent. The incumbent must use personal knowledge of the
duties, priorities and commitments of the Director to
successfully accomplish the assignment.

- The work involves using several types of software packages
for different office needs. Assignments typically include a
broad range of office automation duties such as:

- Using word processing and graphics software to prepare
reports and briefing documents, using spreadsheet software,
and project management software. In performing the work,
the employee applies judgment in selecting from many
different software, considering the range and peculiarities
of the Division’s information processing capabilities and
requirements. The employee regularly develops methods and
procedures for office automation tasks, identifies and
solves problems in existing methods or procedures.

FACTOR 5. SCOPE AND EFFECT - FL 5-2 -~ 75 POINTS

Work of the incumbent directly affects the administrative
and organization improvement processes of the Research and
Engineering Management 'Directorate.

The work affects the way in which other employees document,
store, receive or transmit information, and increases the
availability and usefulness of the information involved.

FACTORS 6. AND 7. PERSONS CONTACTED AND PURPOSE OF CONTACTS
2 B - 75 POINTS

PERSONS CONTACTED: Contacts are with individuals within and
outside STRICOM, private industry and government personnel
from other facilities and/or higher headquarters, etc.

PURPOSE OF CONTACTS: The purpose of contacts is to
coordinate, plan, advise or resolve administrative and
operating problems. Contacts are also made to ensure
completion of action items and suspense’s, and to schedule
meetings and conferences.




SUPERVISORY CONTROLS

Receives closer supervision initially via verbal
instructions and a review of work during progress and upon
completion. As training progresses and competence is
gained, incumbent is permitted to function with increasing
freedom from supervision.

MAJOR DUTIES

Receives training in performance of duties and
responsibilities set forth on attached job description
(PD#: NL ). Gradually assumes more responsibility
and learns to perform the full scope of the position.

Performs other duties as assigned.

NOTE: Non-competitive promotion of the incumbent of this
position may be effected provided the attached description
is classifiable to its present title, series and grade level
at the time the incumbent meets the following requirements:

a. The incumbent is performing the full scope of the
major duties under the supervisory controls stated in the
attached job description.

b. The incumbent meets the regulatory qualification
requirements for promotion.




“The employee must meet DoD 5000.52-M requirements applicable to the duties of the
position.”




